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SUBJECT: Leave without Pay (LWOP)

73/ AILLEGIB
OGC HAS REVIEWED.
1. PURPOSE

The purpose of this memorandum is to set forth and standardise
the procedure to be followed in the 5rnnting of Leave Without ng.

2. DEFIRITION

Leave Without Pay (IWOP) is defined by the (ivil Service Gome
Rission as "Pemporary nonepay status and absence from duty granted

upon loyeats request", this is not to be confused with suspen=
igon, %rfcua; or %ﬁi spent in military service, which are coversd
under other regulations,

3, AUTHORIZATION

: The authorization of LWOP is a matter of administrative dise
eration and therefore may not bs demanded es a right of employees or
imposed us o penalty, All LWOP must be finally epproved by the Chief,
Persormel Division,

4 CONDITIONS FOR GRANTING LWOP

&. A basio condition for approval of axtended LWOP should be
reasonable expectation that the employee will return st the end of the
sapproved period., In addition, at least one of the fallowing benefits
should result from such absence,

b, Protestion or improvement of employee's health (manternity
leave, oonvalescent leave, sto.), Maternity leave must be granted un-
less the wloyn has no intention of returning to duty, :

c. Rntantion of a desirable employes,

d, Increased ability to perform tho duties of the pasition. ‘One
yearts IWOP will be granted to an employee who wishes %o return to a
sollege or university to continue his education providing that the sube
Jects he intends to pursue are such that they could be axpeoted to in-
orease the employee's worth to his position, and cig following the com=
pleticn of this one-year period of additional training. In each oase
the employee will be required to submit to his Supervisor a list of the
subjects to be taken with his request for such leave without pay,
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e. Providing meens for an overseas employes to return to this
oountry for personal reasons, such as family illneas.

f. To preserve continuity of sorvice in case of injufy or sicke
neas inourred in line of duty, where an employee eleots to take LWOP
in preference to other leave, ‘ ‘

&, PROCEDURE
VA ————

LNOP will not be authorized initially for any period in excess
of twelve (12) months. Requests for any 1ike or shorter period
l}'xould adhere to the conditions stated ebove,

a. The employes should request LWOP from his supervisor, giving
proper justificetion,

be For periods less than sixty (80) deys, motice of sotion will
mot be issued, ' )

¢, Por extended LWOP, sixty (60) days or longer, Peraonnel Aot
ion notice will be issued, The Offics concerned will pubnmit CIG Form
 B7«3 "personnel Action Request" to the Personnel Divisfon at leask one
wesk in advance of the effective date of the exployee's release from
aotive duty, ' ‘

d, The Transaotion and Records Hection, personnel Division, will
give the offioce aoncerned mdvanoe notice of the expiration of LWOP so
that the employee can be contacted and the Porm 87«3, requesting return
to duty, oan be properly gubmitted,

e. Iu the event an employes doss not return from LWOP at the desig-
 nated time, has not had an extension granted or has not indicated that
he will return, it will be necessary to terminate the employee's ser-
vices due to "Abandonment of Position".

f, An extension or renewal of extended L#0P will elso require a
personnel action., The office concerned will, therefore, submit Form
87«3 requesting "Bxtension of LWOP" in sccordance with the above oon~
ditions.

8. REVIBW OF REQUESTS

 ¥he office concerned will be responsible for preliminary reviaw
snd spproval of all requests for LWOP for conformance with CIG policy.
In ceses where justification for LWOP is questionable, the Persomel
pivision should be contacted for technioal advice,. '
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7. PILLING LWOP POSITION

A position occupled by an smployes on extended LWOP may be f£illed
by & temporary appointment, In such {nstance, the office should sube
mit a separate Porm 378 requesting wgstablishment of & Temporary Iden=
tio0al Additional Position", stating the ressons under "Remarks", The
Personnel Division will take appropriate sotion to £411 the temporary
position, The temporary {noumbent of the position must be renoved by
reassignmsnt or temination by the effective date of the return to duty
of the regular inoumbent of the position,

8. CEILINGS
| An individual on extended LWOP, alxty (80) days or over, will not
be charged against the persornel Ceiling of the office concorned, Hove

ever, an employee tomporarily f£illing the position of an employee on ex~
tended IMOP will be charged against the oceiling.

POR THE DIRBO!Z%%G% CENTRAL INTELLIGFNCE:

ATTACHMENTS: None
DISTRIBUTION:
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